/ 


Volume  I,  Number  15 


Many  qualities  are  needed  to  make  an  office  woman  successful, 
besides  her  technical  skills.  When  we  asked  Readers'  Panel  mem¬ 
bers  to  list  the  ten  most  important  traits  for  success,  they  mentioned 
75  different  qualities,  ranqing  from  "consistency"  to  being  willing 
to  "let  the  boss  be  the  boss." 

No  two  lists  were  alike,  but  "loyalty"  was  mentioned  most  often. 
The  ten  top  traits  are  presented  here  according  to  the  number 
of  votes  received: 

1.  Loyalty 

2.  Personality 

3.  Willingness  to  Serve 

4.  Appearance 

5.  Initiative 

6.  Interest  in  the  Work 

7.  Adaptability 

8.  Dependability 

9.  Neatness 

10.  Tact 

Someonce  once  said  that  "an  ounce  of  loyalty  is  worth  a  pound  of 
cleverness,"  and  the  panelists  agree.  We  know  that  loyalty  means 
fidelity,  "the  careful  observance  of  duty,  or  discharge  of  obliga¬ 
tions,"  but  we  wonder  how  we  can  demonstrate  such  an  intangible 
quality.  A  good  summary  of  loyalty  in  action  appeared  in  The 
Regulator,  a  paper  for  Westinghouse  employees.  White-collar  girls 
who  want  to  succeed  will  find  some  good  pointers  in  the  article, 
"What  the  Company  Expects  From  the  Employees": 

"Full  cooperation  with  supervisors  and  other  executives.  No  politics 
or  cliques  .  .  .  Steady,  reliable  attendance,  no  unexcused  absentee¬ 
ism.  Ability  to  do  a  fair  day's  work  every  working  day  .  .  .  Prompt 
attention  to  all  instructions;  a  willingness  to  obey  all  necessary 
rules  cheerfully  .  .  .  Full  cooperation  with  all  safety  measures;  care 
in  handling  and  use  of  company  equipment  and  property  ...  A 
willingness  to  assume  responsibility,  plus  cooperation  in  checking 
waste  .  .  .  The  employee's  best  effort,  his  best  work,  plus  a  steady 
attempt  to  improve  ...  A  willingness  to  help  new  employees, 
and  to  stand  up  for  the  company  when  employees  or  others 
criticize  unjustly." 


(or  thereabouts!) 
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A  diamond  is  a  chunk  of  coal  that  stuck  to 


Western  Electric  Picks  Its  1960 
“Hello  Charley”  Queen 

Miss  Pat  Boeringa  was 
crowned  the  29th  "Hello 
Charley' '  queen  at  W est- 
ern  Electric  Hawthorne 
Works  in  Cicero,  Illi¬ 
nois,  on  June  9.  Western 
Electric's  20,000-plus 
employees  voted  in  the 
annual  contest.  Workers 
cast  their  ballots  for  five 
of  ten  girls  selected  from 
about  400  nominees. 

The  finalists  were  se¬ 
lected  on  the  basis  of 
appearance,  person¬ 
ality,  px)ise,  and  job  performance.  Only  a  member  of 
the  auditing  firm  that  tallied  the  votes  knew  the 
identity  of  the  winner  until  the  coronation  day. 

The  coronation  was  held  in  the  bandshell  of  the 
plant's  main  recreation  area.  Dressed  in  identical 
strapless  gowns,  the  finalists  arrived  for  the  ceremony 
in  a  Hawaiian  outrigger  canoe.  Outgoing  queen 
Maxine  Jadro  placed  the  crown  on  Pat's  head  and 
gave  her  a  bouquet  of  roses.  Members  of  Pat's  court 
were  the  other  finalists,  Joanne  Dragisic,  Wanda 
Heady,  Lu  Mueschen,  and  Kay  Murray. 

Pat's  photo  now  appears  on  a  "Hello  Charley''  auto 
and  luggage  sticker  given  to  employees  across  the 
country.  The  sticker  identifies  WE  workers  during  the 
company's  standard  vacation  period.  To  date,  the 
"Hello  Charley''  greeting  has  been  heard  in  such 
faraway  places  as  liong  Kong,  Russia,  South  America, 
Europe,  and  Hawaii. 

How  the  Name  Started 

The  "Hello  Charley''  tradition  began  way  back 
when  a  post  card  arrived  at  the  big  plant,  addressed 
to  "Charley,  Western  Electric,  Hawthorne  Works, 
Cicero,  Illinois."  The  card,  intended  for  Charles 
Drucker  of  the  Benefit  Service  department,  was  sent 
by  a  retiree  who  couldn't  remember  Drucker' s  last 
name.  The  incomplete  address  caused  many  chuckles 
as  the  card  traveled  all  over  the  plant  before  reaching 
Drucker.  Because  of  this  incident,  employees  began 
calling  each  other  "Charley  Western."  The  term 
later  became  "Hello  Charley." 

This  year's  queen  is  a  mail  clerk  in  the  Merchan¬ 
dise  Service  section.  The  17-year-old  brunette  is  a 
graduate  of  Timothy  Christian  High  School  in  Cicero, 
where  she  played  baseball  and  basketball  and  was  a 
member  of  the  Girls'  Athletic  Association.  Pat's  vaca¬ 
tion  plans  include  a  trip  to  the  east  where  she  will 
visit  an  aunt  in  Cliffside,  New  Jersey. 


What’s  New  in  Business 

A  Tip  to  Remember 

According  to  Sterling  D.  Huggins  in  Advanced 
Management,  "We  generally  remember  10  to  15  per¬ 
cent  of  what  we  hear,  15  to  30  percent  of  what  we 
hear  and  see,  30  to  50  percent  of  what  we  say, 
50  to  75  percent  of  what  we  do,  and  75  percent  of 
what  we  do  under  proper  supervision  and  coaching." 

Machine  Subtracts  in  Red 

A  new  adding  machine  prints  subtraction  figures 
in  red.  Model  6'7S,  made  by  Smith-Corona  Marchant 
Jnc.,  Syracuse  1,  New  York,  costs  $109.50. 

Prudential's  Prudent  Move 

To  improve  telephone  contacts  with  the  public. 
Prudential  Insurance  Company  of  America  is  giving 
a  course  on  telephone  techniques  to  employees  who 
use  phones  regularly.  This  consists  of  two  90-minute 
sessions  with  16  people  in  a  class.  Lectures  on  good 
telephone  habits  and  voice  personality  are  coupled 
with  visual  aids,  including  two  movies.  After  basic 
instructions,  the  students  record  conversations  over 
a  closed-circuit  telephone  hookup.  Playback  of  the 
conversations  helps  employees  suggest  improvements 
in  their  calls.  The  New  Jersey  Bell  Telephone  Com¬ 
pany  loaned  the  movies  and  special  telephone  equip¬ 
ment  and  helped  develop  the  course. 

Erase  With  Electricity 

Qwik  Electra  Eraser  whisks  away  typing  or  ink 
mistakes  without  smudging.  The  six-ounce  eraser 
uses  standard  flashlight  batteries,  comes  with  11  re¬ 
placeable  tips,  and  costs  $3.50.  Jet  Corporation  of 
America,  16  South  Broad  Street,  Philadelphia  2, 
Pennsylvania,  is  the  manufacturer. 

The  Dissatisfied  Desk  Set 

A  Building  Progress  survey  of  1,000  executive 
offices  in  40  cities  revealed  that  50  percent  of  the 
executives  were  dissatisfied  with  their  offices.  The 
experts  found  that  one-third  of  the  rooms  had  "eye- 
strain"  lighting,  40  percent  were  overcrowded  with 
furniture,  and  50  percent  were  drab  and  poorly 
planned.  These  men  live  in  attractive  homes,  follow 
expensive  hobbies,  make  yearly  vacation  trips,  but 
the  office  was  looked  upon  as  a  place  to  work,  "so 
why  bother  about  its  appearance?" 

Keep  a  Record  of  Calls 

Cromwell  Printery,  Inc.,  Albany,  New  York,  an¬ 
nounces  a  new  Telephone  Message  Book  lor  keeping 
a  permanent  record  of  incoming  phone  calls.  The 
book  has  400  perforated  message  blanks,  which  tear 
out  easily.  Carbon  copies  of  messages  on  duplicate 
sheets  stay  in  the  binder.  Similar  books  are  available 


to  its  job. — 


for  memos  and  receipts.  Write  for  Cromwell's  Busi¬ 
ness  Forms  catalog  for  details  on  these  forms. 

Take  a  Wire,  Miss  Jones 

Western  Union  has  issued  a  record  book  for  re¬ 
membering  special  occasions.  This  is  arranged  like 
an  address  book,  but  in  chronological  instead  of 
alphabetical  order.  Telegraph  messages  are  sug¬ 
gested  for  various  events.  Write  for  a  free  copy  of  the 
Teledater — for  you  or  your  boss — from  Western  Union, 
60  Hudson  Street,  New  York  13,  New  York. 


Self-Service  Coffee  Breaks 

Customers  pour  their  coffee,  select  doughnuts,  ring 
up  their  sales,  and  make  their  own  change  during 
morning  coffee  breaks  at  five  Woody's  restaurants  in 
southern  California,  reported  Chain  Store  Age.  All 
items  are  priced  in  multiples  of  five  cents,  including 
tax,  to  keep  things  simple.  Partner  Ralph  M.  Wood, 
Jr.,  said,  "It's  amazing  how  much  fun  people  get  out 
of  being  their  own  cashiers.  When  we  open  up,  we 
put  five  dollars  in  change  in  the  register  and  leave 
it  up  to  the  customer's  honor.'' 


Bank  Messengers  Wear 
Stylish  Uniforms 

What  to  wear  to  work  is  no  longer  a  problem  for 
the  40  women  pages  at  the  Harris  "rrust  and  Savings 
Bank  in  Chicago.  Messengers  make  their  rounds  in 
the  bank's  new  23-story  building  in  uniforms  copied 
from  a  Nieman  Marcus  suit. 

The  page  corps  is  an  important  communications 
link  between  the  departments  of  Chicago's  third 
largest  bank.  Carrying  a  report  here  or  an  important 
letter  there,  or  distributing  mail,  these  women  are 
always  in  the  public  eye.  The  bank  decided  that 
attractive  uniforms  would  lend  dignity  and  job 
identity  to  the  pages  and  help  them  represent  the 
bank  and  themselves  in  the  best  light. 

Associated  Uniform  Company  of  Chicago  heeded 
the  reguirements  of  style  and  utility  in  designing  a 


uniform  that  would  be  becoming  to  all.  The  blue-gray 
dress  and  jacket  are  made  of  lightweight  wool  crepe, 
lined  in  taffeta.  Both  are  trimmed  with  the  Harris 
emblem.  The  raglan-sleeved  dress  fits  without  bind¬ 
ing,  sits  well,  and  walks  well.  Each  woman  may  add 
her  favorite  necklace  for  an  individual  touch.  The 
jacket  can  be  added  or  removed  so  that  the  women 
bustling  through  the  air-conditioned  building  have 
their  own  "climate  control.'' 

A  big  advantage  of  the  uniform  is  that  the  pages 
have  no  work  wardrobe  to  maintain.  The  bank  pro¬ 
vides  the  uniforms  and  free  cleaning.  This  leaves 
more  money  for  the  women  to  spend  on  their  homes 
and  other  needs.  Their  supervisor,  Mrs.  Del  Cowling, 
explained,  "These  busy  ladies  are  really  career  girls 
on  the  go.  Many  are  working  wives  for  whom  the 
Harris  job  is  a  second  career — they've  succeeded  as 
homemakers  and  have  returned  to  the  business  world." 
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"Smoke  Gets  in  Your  Eyes” 


The  Mail  Bag 

Is  "P.  O.”  Necessary? 

Is  it  necessary  to  put  "P.  O."  in  front  of  a  post- 
office  box  number  in  an  address?  Some  of  us  feel 
that  this  could  be  left  out  to  save  time,  since  a  letter 
naturally  would  be  mailed  to  a  post  office  if  marked 
with  a  box  number. — N.  W. 

It  seems  superfluous  to  type  "Post  Office”  in  front 
of  a  box  number,  unless  the  rest  of  the  address  is  so 
long  that  it  looks  jagged  if  you  omit  this. 

The  Problem  Clinic 

Mr.  Know-It-All 

There  is  a  young  man  in  charge  of  our  section  who 
is  very  obnoxious.  Along  with  that,  he  does  very  little 
work;  anything  that  comes  over  his  desk  is  whisked 
off  onto  someone  else's  desk. 

He  is  known  by  his  coworkers  as  "Mr.  Know-It-All.” 
Regardless  of  the  topic  of  conversation,  it  has  hap¬ 
pened  to  him  or  he  knows  of  a  similar  situation.  He 
is  also  called  "Loudmouth  Charlie,”  because  you  can 
hear  him  all  over  the  place.  When  talking  on  the 
phone  or  with  someone  in  the  office,  he  thinks  he  is 
making  an  impression  on  those  within  earshot. 

We  are  wondering  how  to  cope  with  this  situation 
and  tell  him  in  a  round-about  way,  in  order  not  to 
hurt  his  feelings. — Anxious  Coworkers 

Sometimes,  the  person  who  tries  hard  to  impress 
others  with  his  knowledge  and  vocabulary  is  unsure 
of  himself.  The  truly  confident  person  doesn't  use 
such  tactics. 

You  have  two  choices.  First,  you  can  cut  down  the 
annoyance  by  not  starting  conversations  when  he's 
around  and  by  withdrawing  when  he  talks  loudly. 
Without  an  audience,  he'll  relax  and  be  natural. 

Or  you  can  be  more  constructive.  Why  not  help 
the  young  man,  as  well  as  yourselves,  by  building  up 
his  ego?  Listen  to  his  experiences;  this  will  reassure 
him.  He  won't  have  to  toot  his  own  horn  so  much  if 
you  try  to  harmonize  with  him.  My  philosophy  for 
dealing  with  this  type:  It's  flattering  to  think  that 
someone  is  trying  to  impress  you — and  much  simpler 
than  knocking  yourself  out  trying  to  impress  him. 


Do  you  have  any  suggestions  on  how  to  solve  the 
problem  of  a  cigar  smoker  vs.  a  nonsmoking  secretary 
in  a  small,  not  air-conditioned  office?  I  feel  cigars 
are  out  of  place  in  a  small  office  used  for  interviewing 
purposes.  Why  is  it  some  men  cannot  understand 
that  cigars  are  offensive  to  many  women? — A  Long 
Island  Secretary 

There  are  many  situations  where  office  women 
have  to  adapt  themselves  rather  than  try  to  change 
the  unwitting  offender.  Perhaps  you  could  ask  him 
to  install  a  fan,  because  the  smoke  irritates  your  eyes 
and  throat.  Air  out  the  room  every  chance  you  get. 
One  woman  carries  a  vial  of  perfume  and  takes  a 
whiff  whenever  the  office  seems  stuffy. 

The  Boss's  Whipping  Boy 

A  fellow  secretary  has  worked  for  her  boss  eight 
years.  Suddenly,  he  has  started  finding  fault  with  her, 
making  false  accusations,  criticizing  her  for  no  rea¬ 
son,  and  making  her  life  unbearable.  He  upsets  her 
so  much  that  she  cries  (never  in  front  of  him). 

She  has  been  with  the  company  20  years  and  is  a 
valued  employee.  Though  she  is  stable  and  mature, 
the  situation  is  so  upsetting  that  she  has  asked  for 
a  transfer. 

Her  boss  does  have  illness  at  home  and  pressures 
from  his  boss,  but  does  he  have  to  take  it  out  on 
her?— C.  T. 

After  eight  years  of  satisfactory  service,  the  secre¬ 
tary  should  realize  that  his  outbursts  are  not  meant 
personally.  She  is  the  handiest  person  when  the  boss 
needs  to  let  off  steam,  without  fear  of  repercussions. 
If  he's  under  pressure,  she  could  lessen  the  tension 
by  taking  as  much  of  the  workload  off  his  shoulders 
as  possible.  Eventually,  he  should  appreciate  her 
patience  and  help  once  he  gets  over  the  rough  spot. 

Sincerely, 


Marilyn  French,  Editor 

If  you  have  a  guestion,  we'll  be  glad  to  answer  it. 
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